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ABSTRAK 
 
Fajar Nur Rohmad. K7514022. Analisis Tata Ruang Kantor Dinas Kearsipan 
dan Perpustakaan Daerah Kota Surakarta. Skripsi. Surakarta: Fakultas 
Keguruan dan Ilmu Pendidikan. Universitas Sebelas Maret Surakarta, Juni 2018. 
Penelitian ini bertujuan untuk mengetahui: (1) Penataan ruang kantor di 
Dinas Kearsipan dan Perpustakaan Daerah Kota Surakarta sesuai dengan standar 
penataan ruang kantor yang efektif, (2) Hambatan-hambatan yang dihadapi dalam 
penataan ruang kantor yang efektif di Dinas Kearsipan dan Perpustakaan Daerah 
Kota Surakarta, (3) Upaya-upaya yang dilakukan Dinas Kearsipan dan 
Perpustakaan Daerah Kota Surakarta untuk mengatasi hambatan-hambatan 
tersebut. 
Penelitian ini menggunakan metode kualitatif dengan jenis penelitian 
deskriptif kualitatif. Sumber data meliputi informan, aktivitas, lokasi penelitian, dan 
dokumen. Pengambilan sampel menggunakan teknik purposive sampling yang 
dilanjutkan dengan teknik snowball sampling. Teknik pengumpulan data 
menggunakan teknik observasi, wawancara, dan dokumentasi. Uji validitas data 
menggunakan uji validitas triangulasi sumber dan triangulasi metode. Sedangkan 
analisis data yang digunakan adalah teknik analisis interaktif dimana reduksi data, 
penyajian data dan penarikan kesimpulan saling berkaitan. 
Hasil penelitian ini menunjukkan bahwa (1) Dinas Kearsipan dan 
Perpustakaan Daerah Kota Surakarta sudah menerapkan asas penggunaan segenap 
ruang dan sudah melaksanakan asas perubahan susunan tempat kerja. Namun belum 
menerapkan asas jarak terpendek ditandai dengan jarak terlalu pendek antara meja 
kerja dengan peralatan mengganggu kenyamanan kerja dan ruang gerak pegawai. 
Arus kerja persuratan yang dilakukan menyilang menunjukkan bahwa asas 
rangkaian kerja belum terlaksana. Hal-hal terkait penataan ruang kantor yang 
efektif sudah dilaksanakan seperti, bagian ruang yang bekerjasama diletakkan 
berdekatan, bagian yang menggunakan mesin berat diletakkan di lantai bawah, 
bagian yang penting diletakkan dekat pimpinan, bagian yang melayani masyarakat 
diletakkan di bagian depan. Namun, belum menyediakan ruang untuk arsip dan 
penggunaan gudang belum maksimal. (2) Hambatan dalam penataan ruang kantor 
di Dinas Kearsipan dan Perpustakaan Daerah Kota Surakarta yaitu (a) luas ruangan 
yang kurang memadai mengakibatkan penempatan meja kerja dengan perabotan 
berhimpitan, sehingga mengganggu kenyamanan pegawai dan ruang gerak 
pegawai. (b) Kurangnya jumlah peralatan dan perlengkapan kantor menghambat 
kelancaran pekerjaan. (3) Upaya yang dilakukan untuk mengatasi hambatan 
tersebut (a) mengusulkan penambahan luas ruangan dan (b) menambah peralatan 
dan perlengkapan. 
 
Kata kunci: Tata Ruang, Ruang Kantor Efektif, Kenyamanan Kerja 
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ABSTRACT 
 
Fajar Nur Rohmad. K7514022. The Analysis of Office Layout at Office of Archives 
and Regional Library of Surakarta. Thesis (submitted in partial fulfillment of the 
requirement for the degree of Sarjana Pendidikan (S.Pd) in Office Administration 
Education program). Surakarta: Teacher Training and Education Faculty. Sebelas 
Maret University, May 2018. 
The research purposed to know about: (1) Arrangement of office layout at 
the Office of Archives and Regional Library of Surakarta that related to the 
standards of effective office layout arrangement, (2) Barriers are faced in the 
effective arrangement of office layout at the Office of Archives and Regional 
Library of Surakarta, (3) the Efforts which made by Office of Archives and Regional 
Library of Surakarta to overcome these barriers. 
This research uses qualitative method with qualitative descriptive research 
type. The data sources include informants, activities, research location, and 
documents. The sampling was using purposive sampling technique which was 
followed by snowball sampling technique. Technique collecting data which used in 
this research are observation, interview, and documentation. For checking the 
validity of the data, this research used triangulation of source and method. 
Meanwhile to analyze the data, this research used interactive analysis techniques 
which means the presentation of the data and the conclusion are related to each 
other. 
The result of the research showed that (1) Office of Archives and Regional 
Library of Surakarta has been applied the principle about the usage of the whole 
space and also it has been implemented the principle of changing in the composition 
of the workplace. However it has not been applied the principle of the shortest 
distance which was the distance is too short between the desk with the equipment 
interfere with work comfort and employee space. the Crossed-out work flow 
indicates that the principle of the work circuit has not been applied. Something 
which was related to effective office layout arrangement had been implemented 
such as, the working part is placed adjacent, the part that uses the heavy machine 
is placed on the floor below, the important part was placed near the leadership, the 
part that serves the community was placed in the front. However, it has not provided 
the space for archives and the use of repository has not been maximized. (2) the 
Barriers in the arrangement of office layout at the Office of Archives and Regional 
Library of Surakarta (a) the Area of the room which was not responsible, it affects 
in the placement of desks with furniture becomes too coincide, thus it is disturbing 
the comfortable of the employee in doing the tasks and the employee space. (b) Lack 
of office equipment and office supplies hampers the smoothness of work. (3) the 
Efforts which made to overcome these barriers (a) Propose to increasing the area 
of the room and (b) Adding more office equipment and office supplies. 
 
Keywords: Layout, Effective Office Layout, Work Convenience 
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MOTTO 
 
Maka sesunguhnya bersama kesulitan itu ada kemudahan. (QS. Al-Insyirah: 5-6) 
Siapapun yang menempuh suatu jalan untuk mendapatkan ilmu maka Allah akan 
memberikan kemudahan jalannya menuju surga (H.R Muslim) 
Keberhasilan adalah 99% perbuatan dan 1% pemikiran (Albert Einstein) 
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